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LPFLICATION FOR RECORDS RETENTION SCHEDULE 

~~~ 

INSTRUCTIONS: See Publicatioh No. 76-PM-1 for instructions on completing this form. Forward signed 'original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 

- 
OFFICE OFTHE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HISTORY 
RECORDS MANAGEMENT DIVISION 

Attention: Scheduling Section. 
--- 
-__- FOR AGENCY USE 

rpplication Date Comptroller General's Office . 
- 1. Agency Address 

Enforcement Division 
Enforcement Deputy's Office 
Room 232, State Capitol 

-______ 
rpplication Number 

- ~~~ ___.__. turn- _ _  eila,_3@&__- - -_ 
!. Person 10 Contact Working Title 

Princ ipa 1 Secretary Cathy Karr 

FOR RECORDS MANAGEMENT USE 
Application Number 

Date Received Date Completed 

2060 ____ - ___ -~ __._ .- - ___ _- -___- -_ - ___ ._ . __ __ _ _ _  ____- - -_  - - -~ 
1. Action Requested 

a. 
b. 

Divisionand Office Function i What is the function of the Division and the Office in which this record series is created? 

0 Estaoiisn Retention Schedule; rhord  will continue to accumulate. 
0 Dispose of present accumulation: no further accumulation anticipated. 

c. n.Amend_AppdJaan No. 80-244 Checkone: Chanqe; Cl Supercede; 0 Void --I I 

5. Records Series Title (followed by ride used in office; if different) 

-__--- 1974 1 present Enforcement Division Investigation Files _ _  

TDetes of Series 
larl iest Y Latest 

The Enforcement Division is charged with the responsibility of upholding the duties ~ 

of the Comptroller General's Office by promulgating a l l  regulations, rendering 
administrative aid and by taking quasi-judicial action for t h e  Insurance Department, 
the Industrial Loan Department, and the State Fire Marshal's Office. The Division 
receives and evaluates a l l  information from a l l  divisions of the Insurance Department 
before any order or citation is issued by the Commissioner. The Division also considers 
piepares , and reviews various documents for the Commissioner's signature and for 
such legal action as  may be deemed necessary and administers a l l  t h e  requirements of 
the Georgia Insurers Insolvency Pool. The Division a l so  handles a l l  such research 
projects a s  are referred to it from the Insurance Commissioner or the Chief Deputy 
Insurance Commissioner , a s  well a s  requests for legal ass i s tance  or interpretation 
f r o m  -LIE- _c _I-__ I_ - 
r. Record Series Description 

Documents relating to: maintaining case  files on company investigation and other Enforcement 
inquiries made to  the Division by Comptroller General for disposition, including agency 
receiverships. 

Included are: Individual folders for each c a s e  containing internal ne mos transmitting file to 
the division or other correspondence creating the file: correspondence with the company br 
subject of the  investigation and/or from witnesses or others from whom documentary 
evidence is being obtained. Copies of working memos: informal conference memos: copies 
of related legal documents, working papers and supporting documents such a s  research 
informa tion, conference notes , etc. copies or orders issued or other correspondence 
indicating resolution of the matter. 

- 

~ -Th is  file contains the followihg documents (include form numbersand r;r/es, if any): - 
Attach samples of the file. 

\ 

,~ -. 
~. 

File is arranged: Alphabetica!ly in file drawer and kept by chroiiological year. 
. .  .. \.. ' ' 

. . '. ... 
i: . ~ 

- .- - 
~ I -~ .. - - 

3. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 

-, 100 25 ; Seven to twelve months old --; Thirteen to  twenty-four months old 100 
tGnty-flve months and older !J ? 

-Letter-size drawers - ; Legal-size drawers ~ * ;Shelves ; Other (specify) _I_- 

~ ~ _ . - _ . _ I  --_I - 
3.- Annual Rate of Accumulation of Remrdr 

- -  



e. When one or two documents in the file make it necessary to keep the entire f i le for a tong period, could these 
~ ~ documents be scheduled wmratelv?. --.---~.-- ~. __ ..... . ~. .~-; - ~ -._~- 

I '  
f. ~ I r ~ h e  infwrnaticmtsntaioed i& zeriq ever 6ublisheedlLIf uesLam&coou,-. . ~ .  . ~ ~ 

-.lf..ves. attach~~mev.~ . ~ - ~ ~  .- ~~~ ~~~ 

. 

__ .~ __ 
9.. Is the inforkation contained in th is  series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of t h i s  series in your office, or in another office or agency? 
~- . __ 

~~ 
~~ 

If yes. wheieZ ~ . _ _  . . _______~_ . - ~ 

IS tt-!is series ~amaiaLoarrian_ofir~~.re~ulartY.mjcrclfi~d? - - ~  ~ ~ __  --- 
-~ I. X~LLDO~~ record miss resuEina c o m w m i o t o u t l -  .... ~ ~ -... __-_L__I ~ - 
11. Retention Requirements The following requires the series to be kept: 

d. Audit pkriod ---,years. 
b. Statute of limitation - years. e. Administrative need 
c. Federal law ~- 

Attach cdpy or excerpt of laws or regulations. Explain administrative need. 

. .  .. 
sd Hold in the current files area -~ ~ ~~.-month(s) - . 2 -year(s); then 

~ ._ . ^ .  

~ 

- . .  
sd Destroy. , '~ 

0 Other (Specify) 

-~ 

0 Transfer to State Archives for permanent.retention.,' 
.~ 

. ~~ 

When case is closed,  remove folder from active file and place in  inactive files: 
c u t  off'inactive file a t  end of each  celendar year: hold in current files area 
two years ;-then transfer t o  State Records Center; hold 

. 
years,  then destroy. - 

- ~. 

.~ - .  . -  - 
- - ~. ~. . . 

. ~ ~~ ~. ~ . 

. -  - -  - ~. - 
.~ ~. ,. 

. .  
~. . .  .~ - ~ -  

These instructions apply to a l l  prior and future accumulations of the series. 



- S %  

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY APPLICATION FOR RECORDS RETENTIO~ SCHBDULE 

INSTRUCTIONS: See Publicatio'n No. 76-RM-1 for-instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. I 

I ---- 
I FOR AeENCY USE I 1. Agency Address FOR RECORDS MANAGEMENT USE 

F_ 

Comptroller General's Office * 

Enforcement Division 
Enforcement Deputy's Office 

ipplication Date 

- . . . 
4pplication Number 

1 Aoolication Number s o -  2 %Y_...-_ - c Date Received Data Completed I 

2. Person to Contact Working Title Telephone Number 
656-20 60 

______I - __ I~~ - ~ -_ __-__I_ 

Secretary 
_ _  - - _ _ _ _ _ _ _ _ - _ _ _ _ _ _ - ~ -  

Cathy Karr 
A&on Requested 
a. a Estaaiisn Retention Schedule; &cord will continue to accumulate. 
b. ' 0 Dispose of present accumulation: no further accumulation anticipated. 

- ______ 

c. IJ Amend Application No. _̂ llll_l_ Check One: 0 Chan_s - 0 - S u t d e ;  0 Void - , - - ~  - 
5. Records Series Title (followed by title used in office: if different) 

Enforcement Division Investigation Piles L I_ - -- 

TDates of Series 
Sarliest Latest 

1974 present - - L  _-._I__- 

Division and Office Function Whatis t,he function of the Divisjon and the Office in which this r 5 q d  series i s  created? 

The Enforcement division is charged with the responsibility of upholding the duties of the 
Comptroller General's Office by promulgating all regulations , rendering administrative aid 
and by taking quasi-judicial action for the Ins. Depart., the Industrial Loan Dept., and the 
State Fire Marshal's Offlce. The division receives and evaluates a l l  information from al l  divi 
of the Ins. Dept. before any  order or citation is issued by the Commissioner. The division a1 
considers , prepares , and reviews various documents for the Commissioner's signature and for 
such legal action as may be deemed necessary and administers a l l  the requirements d the 
Ga. Insurers Insolvency Pool. The division also handles a l l  such research projects a s  are refi 
ed to  it from the Ins. Commissioner or the Chief Deputy Ins. Commissioner, as  well a s  requer 
for legal assis tance or interpretation from other deputy insurance commissioners. 

______I __  I__ I_ 

7. Record Series Dcscription This  file contains the following documents (include forqnumbersand titles, if any): . m[nb&&&$ samples of the file. . -  
Documents relating td Case  files 'on comp~ny  investigation and other Enforcement inquiries made 

Individual folders for each case containing internal memos transmitting file t o  

to  the Division by Comptroller General for tlisposition, including agency receiverships. 

Included are: 
the division or other correspondence creating the Iile; correspondence'with the company or 
subject of the investigation and/or from witnesses or others from whom documentary 
evidence is being obtained. Copies of working memos: informal conference memos; copies 
of related legal documents, working papers and supporting documents such as research 
information, conference notes 8 etc. copies of orders issued or other correspondence 
indicating resolution of the  matter. - , z i  

- .. .. " i 
i . .  

$: '7 

.. 
File is arranged: Alphab cally in fi le drawer and kept by chronological year, ' . 

How often are records referred to which are: 
- ____I---ls = 

8. Monthly . .  Reference Rate ... . -. 

.One to 'six months old +ven to twelve months old . NI) ; Thirteen to twenty-four months old A-: 
.. 

1 - .. . ,~ . 
<, 

~. ;twenty-fjve months and*> __ ? .. 
--~-L- 

,~ 

- 
9. Annual R a g  of Accumulation of Records 

Lettei-size drawers ; Legal-size drawers 8 . ; Shelve2 -:-;Other (specify) - 
I 0 --~~i: 

,R-SO-71: Rev. 76 



1. Retention Requirements The following requires the series to be kept: 

~ ~ - 8 .....__y ears. 1. Audit period - - ~~ -0- ~. ~ . ,years. 
6 ~- years. e. Administrative need __--_._ ~ __ __years. 2 

a. State Law 
b. Statute of limitation 
c. Federal law & ~~ 0 ~ years. f. Federal retention instructions ---_--years. 0 

. :  ~ ~ ~~ 

Attach copy or excerpt of laws or regulatio&. Exaain adminishive need. 

In some instances, company has two years to  appeal case .  
- - -  . -  

. .  - .  - . . ~~ ~ 
. .  - 

I___-___;~~. 

\ -  . ~~. - 
. ~ .  , 

___~-i~--.--- . ~ * . .  .~ ~~~ 

2. ADoruved Disposition lnstrudons ~ This agency recommendsthat the file series be cut otf a t  tht end of each: 
~~ .~ . -  - ~. 

.~ . .  
, ~ ,  1 a Calendar Year: 17 Fiscal Year; Other I -~ ~ 

a Hold in the currentfilesarea ._ . ---month(s) . .  .~ - .2 .-  yeark); then 
0 Transfer to local holding area, hold -.~ .~ I-~-. 

@Transfer i d  State Records , . .  Center;-hold -~. 4 - ~  .year(s);,then j 

0 Transfer to State Archives for permanent retention. 
[ -. Other (Specify) - 
When case  is closed,  remove folder from active file and place in inactive files; 
-cut off inactive file at end of each caendar year; hold in current files area 
;2 years: then transfer to State Records Center: hold 4 years, then destroy., except 
that Rocords Center w i l l  transfer ail f i l e s  for years  &ding in 4 to the Archives 
.for permanent retention. ;. ~ - . .  

. .~ . .  
~ . .  

-. - - 
. .  ~. - .  . ~ .~ I . .  . 

-. . .  ~ - 
- .~ 

. year(s); then 

- - .  B Destroi. .~ . - -  

.- - - 
. . .. ~. - ^  ~. ~ 

. .  
~. . . .~ .~ . . . ..  ~ 2 -  . .. 

- .  .I . 
-. - . . ~ -~ 

. .  - .  ~. - ^ ^  
. ~ .~ . I- , . ~ ~ . . ~  .~ 

- .~ . ~. ~. . . .  . 
. ~~ .~ - ~ .- - .  

~~ . .  ~~ 

. ~ -  L 

- - 
. L  

' -  - '  .. ' _  ' .  ~ 

, . ~ . .  ~. - 
I , 1- 

. .  - . , . ~ . . -  ^ .  ~. .. . .  ~- . ~ . - -  
- - _. - - 

L . . .. . . ._ .~ 
~~ 

. -  .. - . -  - -  - - ~  
. .  - .~ 

- I  - , ~ . . ~ , .. , .  _ _  , ~ .  .~~ ~ 

.~ . .,... - 
. 

~ . -. 
, . -  ~ 

~~ 

I , . ~ "  .. . . 

- .  .. ~ - I -~ These insvucti,ons apply to a l l  prior and future accumulations of the series. 

lecommendations in para- 
raph 12 are approved. 
I f  disapproved, attach letter 
If explanation.) 

c---~ 
3-50-71; Rev. 7 6  

~ - 


